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 EMERGENCY EVACUATION POLICY
Fire Wardens: Rebecca Yeates, Bronywn Dyke 
Purpose:

Evacuation plan for children/staff needing to be evacuated from the centre due to a civil emergency or adverse circumstances.
Rationale: 

This policy reflects the legislation that we are required to adhere to regarding the ways in which He Waka Eke Noa Early Learning Centre keeps our children and team members safe and well during adverse circumstances, such as fire, earthquake and other emergencies. Other emergencies include a missing child, assault, kidnapping, firearm threats, bomb threat, loss of services, storm, tsunami or pandemic
Procedure:

Evacuation Plans

Evacuation plans and procedures are displayed around the centre.

Decision to Evacuate

There are four conditions under which evacuation of the Centre will be necessary:

· If ordered or advised to do so by officials; or

· If the building becomes structurally or environmentally unsafe (eg fire, earthquake, flood); or

· If the area or environment becomes unsafe (eg gas or chemical leak or local fire); or

· If a potential threat is likely to make continued occupation of the property unsafe.

The Centre supervisor (or person responsible on duty) will make the decision to evacuate 
(ie implement the evacuation plan) considering the immediate and longer-term safety of children/staff.

Where possible the decision will be made before the centre environment becomes unsafe or before options to move safely to alternative location become unsafe.

Evacuation Preparation

If possible advise all parents of children attending the centre as soon as decision to evacuate is made, explaining why, and informing them that immediate collection of their child/children is required.

If the above procedure is unachievable due to conditions please follow directions below.

Check to see whether the alternative location and movement to it, is still possible, safe and useable.

Where possible advise all parents of the preparation/new location by phone.

Collect up all rolls and records (sheet with parent contacts, accident book), particularly if the building is at risk of destruction/loss.

Take first aid supplies to emergency location.

Prior to Evacuation

Leave a notice securely attached to front entrance of building to advise parents where the staff and children have relocated to and advise of the mobile phone number.

Take mobile phone.

Advise police and CD officials.

Take first aid supplies.

Evacuate to Assembly Point: Primary Point -Bottom of outside playground in front of emergency exit gate
Secondary Point - Main front Carpark

· Move all staff and children to the assembly point.

· Take roll record and check sign-in sheets on arrival.

· Parents will be contacted to advise new location and to pick up their child.

· Staff will stay and care for children.

· Staff will ensure children are comforted, basic needs met, kept occupied and safe.

Planned Trial Evacuations
· We carry out fire evacuation and earthquake drills every 3 months and record these.

· The Fire Service approves our fire evacuation plans. These are reviewed annually.

· Our evacuation plan is displayed through the front doors directly to the left as you walk up the internal staircase

Before the drill:    The Person Responsible will telephone the Fire Service 15 minutes before 

commencing the drill (09) 4389539 
The Supervisor/Person Responsible notes the exact time when starting the drill, enabling 
the duration of the evacuation process to be measured.  
FIRE
All staff are required to follow the fire evacuation plan and duties displayed around the centre.

The Centre supervisor/person responsible will be responsible for informing the Fire Safety Department when the next planned trial evacuation will be taking place at the centre.

Drills will be held, unannounced once a term.

In the event of a fire (drill): 

1. Staff will operate the fire alarm. 

2. Staff will then say ‘FIRE (DRILL) – PLEASE WALK ’ (or appropriate designated area)

3. “Inside” staff act as area “Wardens” and check the area that they are responsible for at the time of the alarm then report to the “Head Warden” (the person responsible for the centre at the time of the alarm) 

4. Staff will close doors as they evacuate the building. 

5. Once assembled outside a centre roll is immediately taken. (Head Warden Dial 1-1-1) earlier if possible. 

6. Staff will ensure all children stay in the assembly area until the all clear is given, administer first aid to the injured and comfort the children. 

7. If further evacuation is required notices will be displayed informing parents of the children’s present location. 

8. Staff will stay with children until collected by a parent or designated caregiver. 

FIRE FIGHTING WILL ONLY BE ATTEMPTED IF SAFE TO DO SO.

All staff will be aware of fire evacuation procedures.

EARTHQUAKE
Planned drills will be carried out once a term.

DROP COVER HOLD technique will be used during drills.

            All staff will be aware of earthquake evacuation procedures

            The management team will ensure that the centre is as earthquake safe as possible: 

· 1, Shelving will be secured to the wall, 

· 2, Any hazard noted will be recorded on the maintenance sheet in the hazard notification folder and will be brought to the management’s attention to correct, repair, remove or make inaccessible. 

· 3, Earthquake drills will be carried out once a term and focused on for one week. 

· 4, The drills will be held on different days over that week, ensuring that all children participate in the     drills. 

· 5, These drills will be recorded on the fire/earthquake drill sheet. 

· 6, Children requiring support to evacuate the building will be noted on the special needs/ awareness record in each area. 

· 7, An emergency contact list is kept in the front of the BWOF folder in the office. 
Tsunami & Civil defence emergencies

1.  Our portable civil defence kit includes:

· enough food and water for everyone at the centre for at least two days,

· essential medicines,

· a current emergency contact list for staff, families and emergency services, 

· supplies in accordance with civil defence guidelines. 

2. Our Health & Safety Officer checks and replenishes supplies every three months. 

3. Children are collected by authorized adults only – we keep a record of this. Children who are not collected by their parents, caregivers or other authorized adults are to be supervised at the centre (if it is safe to remain) for up to 3 days. After 3 days the emergency response unit will assume responsibility. 

4. Staff’s first responsibility is to the children at the centre. They must therefore have emergency plans for their own families that take this responsibility into account.

5. If it is not safe for staff and children to remain at the centre, in the event of a tsunami (or similar emergency) all will evacuate to the nearest Civil Defence post (parihaka Kindergarten) or to another close safe place (dependant on emergency). Civil Defence will be kept informed of locations, injuries and needs of children and adults.
 LOCKDOWN
Lock‐down situations initiated by the Police  

If a lock‐down is initiated by the Police while children are in attendance, the Centre will contact parents/caregivers as soon as practicable. Two or more permanent members of the teaching team will be delegated the task of communicating with 
parents.  The Head Teacher or her delegate will be the liaison with the Police, and will endeavour to maintain communication with the same Police officer throughout the lock‐down for consistency of communication.  The majority of the teaching team will work with the children in ways that maintain a feeling of normality and security. They will minimise making the children anxious.  If the lock‐down lasts beyond the official closing time,staff will remain until the Police advise the children and adults can leave the centre. 

 Once the Police say it is safe to leave, staff must maintain the regulatory ratios until all children have been collected by their parents or emergency custodians.  The Centre will keep a written record for each child stating the time they were collectedthe name and contact number/s of the person who collected them and where they are being take
Regular drills will be carried out to ensure that if there is any threat such as a dangerous person and or armed person, chemical spill or explosion all children will be assembled indoors away from glass doors or windows (on first level of building) and remain until the threat is removed.
 MISSING CHILD:
 While contacting the police: 

 A thorough search of the centre is completed 

 Everyone present is asked if they have seen the child including other children. 

 Their statements will be treated with caution 

 Parents or caregiver will be contacted as they may have collected the missing child without  
 informing staff.

 After contacting the police: 

 Someone will remain on the phone to liaise with the police until they arrive. 

 The police will search the premises again 

 The police may ask staff to accompany them on a area patrol to search for the child beyond the 

 premises.

Information the police are likely to require includes:

When and where the child was last seen.

The child’s emotional state, whether there is any custody dispute involving the child, a description of what the child was wearing and for photo of the child (look in profile book). 

On the enrolment forms parents/caregivers must record the names of people authorised to collect their child and people who are unauthorised. If there is a custody order against a parent or caregiver the centre requires a copy for their records should an incident occur.

ASSAULT:

If the offender is present: 

Separate the offender from children and staff  

Contact the police  

Give first aid if necessary 
If the offender holds a child or staff member and threatens staff and children: 

Keep children and staff calm 

Do what you are told by the offender 

Try to remember as much as possible of the incident for the police. 
If there has been an assault and the offender has left:  

Give first aid  

Contact the police (who will want to know what happened, where, who was involved and a description of the offender, including what they look like and the make, colour and registration of their vehicle.)  

Wait for police Try to get any witnesses to remain (if they need to leave write down their name, contact address and telephone number.)

FIREARM THREAT:

If the threat is made at the centre:  

Keep children and adults calm 

Do what you are told by the person with the firearm  

Try to remember as much as possible of the incident for the police. 

If the threat is made outside the centre, as in an armed incident on the street outside or nearby: 

Move everyone to the furthermost inside point away from the incident  (Dining Area)
Shut and lock all windows and doors, taking care not to expose oneself to danger while doing so.  

Do not expose oneself or anyone else to danger.  

Contact the police (even if the police can be seen at the incident outside) 

Information the police are likely to require includes the location of the centre, the number of people at the centre and the situation in the centre.
BOMB THREAT:
Action on receiving a bomb threat by telephone: 

Remain calm  

Keep the caller talking, listen and be courteous  

Obtain as much information as possible  

Record information given  

Immediately inform management/person responsible Person responsible must:  

Inform the police  

Consider evacuation of the premises (this decision may be made in consultation with the police) Make a search of the premises for anything unusual, taking care not to touch anything suspicious.  Advise the police of the results If an evacuation is required proceed the same positions as a fire evacuation except: 

Do not touch or pick up any items such as clothing or bags as bombs may be triggered. 
Do not use cell phones or portable radios 
Wherever possible leave

Relevant Background 
(including legislation/regulation references)

Licensing Criteria 2008, Health and Safety, Emergencies documentation required:

· HS4: A current Fire Evacuation Scheme approved by the NZ Fire Service.

· HS7: A procedure for dealing with emergencies. The procedure is consistent with National and Regional Civil Defence guidelines.

· HS5: Designated assembly areas for evacuation purposes do not unnecessarily place children at further risk.

· HS6: Heavy furniture, fixtures, and equipment that could fall or topple and cause serious injury or damage are secured.

· HS8: Adults providing education and care are familiar with relevant emergency drills and regularly carry these out with the children; and a record of the emergency drills carried out with children.
Other legislation:

· The Fire Safety and Evacuation of Buildings Regulations 2018
· The Fire Service Act 2017
Impacts of Policy on Staff, Parents and Children

This policy ensures parents have confidence in their children’s safety during and after emergencies, and know what the care arrangements are if they are unable to get to the centre. It ensures that children and staff are confident of managing during an emergency.
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